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APPLICANT CARD RECORDS

I. VOLUME, COMPOSITION AND HOUSING OF APPLICANT CARD RECORDS

A, VOLUME
25X1 There are approximately :lcanis in the applicant card files
maintsined in the Records and Services Division, Office of Personnel.
B. HOUSING
The caxrds are filed alphabetically in treys which are spread out on
tables in the File Room. This housing system regquivres that Applicant -
File Section Clerks pace back and forth when checking applicant
correspondence against the Applicant Card File. The destruction of
caxrds containing obsolete or informatlon of dublcous value would
present & partial solution to this seemingly inefficlent and cumber-
aome {1lling system.
C. COMPOSITION
1. A survey of 612 applicant cards (one tray of cards selected at
ggndna) wes made to determine the composition of the Applicant
Cexrd File and to analyze and evalunte the infommation contained
in sach of the different types of card records of which the
spplicant file is composed.
2. A breakdown of type of recomds in Applicant Card File is shown
bélow. The figures are based on the sampling of 612 cardas.
TYPE QF NMRBER OF CARDS NUMBER OF CARDS PERCENT OF
RECORD IN SAMPLE IN APPLICANT FILE APPLICANT FILE
Folder Routing
25X1 Cards and Special :
Note Cards 143 | 24
File Destroyed Cards 130 21%
Contact Letter Control 35 6%
Cards
Interview Report Cerds 30k Lo%b
TOTAL 812 1.00%
-
STAT (23 Jan. 1961 - Study by| | Regs. Grp., OP)
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1.

The Applicant Card Records are records of contacts made with
epplicants and are used by the Office of Personnel in the
implementation of the Agency recruiting program.

These cards are really of primary interest only to the Office of
Personnel~-exceptions to be noted are those cards which glve specisl
instructions to refer questions or correspondence to perticular officisls

_outside the Office of Personnel. The Office of Security end CI
gtaff are not lnterested in a record of all contacts made with the

Ageucy. The Director's office might at some time be interested in any
contacts made with epplicants recommended by Congresamen or high
ranking officlals in the Agency or Government.

The Office of Personnel uses these cards to recrult personnel and to
answer correspondence from individuals who have had previous contects
with the Agency. Some files on applicants who have been eoasidered as
potentially good candidates for positions in which the Agency is or nay
be interested have been coded, and thus are helpful in finding possible
candidates to fill vacancies which arise from time to time. Cards or
files which are not coded are of no use in recruiting personncl unless
the individual writes in or is recommended for employment. Incoming
correspondence from prospective applicants is checked against the
Applicant Card File. If it is determined that the individual heas
contacted the Agency previously, a record of previous action %taken or
specific information concerning the individuel is helpful in determining
the nature of the reply to the individual. The most significant use of
these carda 1s to determine if there is any record on the individusl
which indicates a definite reason for discouraging him in seeking
employment in the Agency--if so, no application fomms will be sent,

thus saving the Agency from processing another epplication needlessly
snd also avolding the possible encouragement of an applicant in a useless
pursuit of a job. The use of these cards in answering correspondence
from previous applicents involves the question of the Agency maintaining
good public relations--correspondence mmust be answered and replies must
be tactful. In many cases information which appears to have a minimal
use sometimes gives a good clue as to the type of reply to be mads.

In meking this study the advisability of keeping all present records

of contacts has been weighed against the problems involved in
maintalning voluminous files, and careful consideration has been given
to the calculated risk lanvolved in selecting files for destruction.
Also recognition is given to the fact that in 1961 and for some time to
come the Agency will not likely be recruiting many persons except :
JOTs, communicators, clerical, and individusls in hijghly specialized
fi¢lds. This to some extent makes a great percent of applicant cards of
less significance because replies to much of our current and future
correspondence is and will be answered "no vecancies", regardless of
encouraging or discouraging information contained in previous records.

The analysis of the velue of the information on the sampling of
Applicatt Record Cards and the recommendations made concerning the
selection of cards to be maintained or to be destroyed were made in
view of the facts end considerations discussed sbove.
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FOLDER ROUTING CARD AND SPECIAL NOTE CARDS
A. GENERAL N
1. The Folder Routing Card is used as a charge-out record for

applicant folders, which are filed in RSD snd in Recorda :
Center, - .

yA
Lt s

5y "
C
74

2. B8pecial Note Cards ere special flag cards which give specific
inatructions to refer guestions or correspondence concerning
applicant to particuler officials or offices in the Agency. L’)
Files or information on these individuals are not meintained
in the Applicant File Section of RSD in some of these cames. . P

B. RECOMMENDATION

The Folder Routing Cards and Speclal Note Cards must, of course,
be maintalined as an lndex to files or informetion on applicants.

CONTACT LETTER CONTROL CARDS (FORM 38)
A. GENERAL

The Contact Letter Contrel Card 1s an index card which indicates
that the Agency has sent & letter to a proapective applicant and
that this letter and other pertinent correspondence are filed in
* the Applicant File Section. This type of correspondence 1z Ie-
fTerred to as "papers.” In some cases the card indicates thai the
"papers” are charged-out $o Divisicns in Office of Personnel.

B. ANALYSIS

1. The "papers"” do not include a PHS but in some cases the
lstters from the applicants do include some information
concerning their qualifications and interests. A great
percent of the Agency lstters included in these "papers"
are routine replies to applicants--letters sending forms,
atating no vacancies or other routine meplies to ingquiries
concerning employment in the Agency.

2. The sampling indicates that approximately 75% of the
. correspondence included in these "papers' was initiated prior
to 1560--over 30% of the cards indicated that the correspondence
from epplicant wes dated prior to 1957.

C. CONCLUSIONS
1. The greatest percent of these "papers” are of no interest to

the Agency since in most cases there was no follow-up bg the
- applicant or the Agency.

-3 -
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2, There is no reason for the Agency to keep correspondsnce
which is over 90 days old unless there is evidence of high-
level interest in the applicant or evidence that the applicent
possesses unusucl qualificetions which may be of future
interest to the Agency. If the correspondence contains
information which should be meintained, it should eithexr be
made into & permauent file or reported on a File Destroyed
m. .

3. "Papers" which are of a routine nature should be destroyed and
no record made of the destruction. Since the Office of Security
roncurred in the referenced memorandum,*this is evidence that
from & security point of view the Agency has no interest in

kesping permanent records of}routinq 'Agency contacts with
ayplicants.

D. RECOMMENDATIONS

1. It is recomsended thet papers which are more than 90 days old
~ should be destroyed if corregpondence is of & routim peture

and no File Destroyed Caxd joF record of such carrespondence be
maintained. If the correspondence is of other then a xoutine
nature, the correapondence and comtrol card should be referred
40 the Division in the Office of Personnel which initiated
such correspondence for review and determination of action to
be taken. If is determined that "papers,” which are over G0
days old, should be maintained, they,should be made into a
permanent applicant file; if they contain information indicating
high-level interest or security problems, such information
should be recorded on & File Deatroyed Card. Thus Contact Letter
Control Cards would be used as an index for current corre-
spondence with applicants.

2. ‘The File Section, RSD, has recently set up a system to flag
"papers" sc action mey be taken when such pepers ere 30 days old.
If no reply has been recelved, these papers and the control card should
‘be dsstroyed--thus, in the future, correspondsnce with applicants
which is of mo future interest to the Agency will not bLe mainteined.
(Decisions for destruction of fpa.yers " would always be made by
Division initiaking correspondence).

IV. FILE DESTROYED CARD (FORM 37) * Kecord OP peﬁmy&cl Aﬂ’ leent File”
A. GENERAL

The File Destroyed Card records the fact that the applicant folder
has been destroyed, the date of destruction, the year of individual's
application, and pertinent information concerning the applicant.

B. ANALY3IS

1. Attachment 1 gives s breakdown of types of informstion given on )
the €lle Destroyed Cards whioch were anslyzed. '
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2. The anslysis of the informetlon given on Flle Destroyed Cards
showed that about 1/3 of these cards indicate security, medical
or panel disapprovsl, unfavorable test results or interview, or
covert contacte. The grestest percent of the other Pile
Destroyed Cerds are of no value to the Agency. About 1/3 of all
the File Destroyed Cards give no information except individual's
name and a check by the statement "File Not Coded - Over 2 Years
0l14"--this indicates nothing except at one time there was & file.

CONCLUSIONS AND RECOMMENDATION

1. It 1s concluded that if a file has heen destroyed snd there is
no evidence of Agency disapproval action or Agency interest,
there is pno reason to malntein a record of the fact that such
flles were deatroyed.

2., It is recommended that all File Destroyed Cards be destroyed,
except those which contain information indicating:

a. BSecurity disapproval,
b. Medical disapproval,

¢. Panel disapproval,

d. Unfavorable assessment,
e. High level interest, or
f. Covert contacts.

V. INTERVIEW REPORT CARDS (ForM 87) (Field Wetjéic,“" Cerd )

A.

B.

GENERAL

1. The Interview Report Card (formerly known &s the Reject Card)
glves the applicant's name, addreas, date of birth; the date of
interview, and the name and comments of the interviewer.

2. Approximately one half of all the applicent cards ere Interview
Report Cards.

ANALYBIS

1. Attschment 2 ia a chart which gives a good plicture of the
type of information which 1a given on the Intervliew Report Cards.

2. An analysis of 304 Interview Report Cards indicates:

8. Abvout 14% glve some evidence of

il) possible security, medical, or personality problems,

2) Congreassional or high level Agency interest in
applicant, or

{3) covert interest or contact.

The greater percent of these reports indicate applicants
have relstives in foreign countries.

‘
y

' SRS . ,
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b, About 66% indicate that the applicant was mot qualified
for (or interested in) a position in the Agency. Attention

" is called to Attachment 2 which shows that 10% of the
Interview Report Cards gave no information regarding appli-
cant's gqualifications.

c. About 20% indicate that the applicant had at the time of
interview some potential--over one half of these reports
were made prior to 1957.

3. Attachment 2 shows the breakdowvn as to type of position for
which the applicant was belng interviewed. Attention 1s called
to the following:

a. About 36% of the Inheriie z (approximetely 33,000
cards in the Applicant Card File) are reports on clerical,
guard, or courier applicants.

b. About 18% of the M‘B (approximately 16,000

cards in the Applicant Card File) do not indicate the
type of position for which the applicant was being

intervieved.
Forms 87
¢c. A very amall percent of the “Enhmserige<Reopesbs indicate

applicant interest or potential in the fields of engineering,
sclence, medicine, foreign languages, area studles, and
comaunications--areas in which the Agency is perticularly
intereated.

C. CONCLUSIONS
Formsy 27
1. The analysis of 304 Suipgesies-fewests indicates that over 75%
of these cards (approximately 68,000 cards in the applicant
card file) are of dubious value.
Ferms 8Y7
2. It is concluded that -Inbeswlewsliepewess which indicate that; the
applicant is not qualified and reports which give very little
information about the spplicant should not be maintained in
the Applicant Card Flle except in those cases vhere there is
evidence of security, medicel or personality prohblems, or high-
level or covert interest in the applicant.
Forms 27
3. “mbowwbew-Heperds wvhich indicate that the epplicant had training
and experience prior to 1957 have little or no value if the
applicant or the Agency has not made a follow-up hy 1 Jenuary 1961.
However, %o de on the safe side any report which indicates that =~
' the applicant possessed qualifications or abllities (or was taking
spocialized training at time of interview) in areas of particular
. interest to the Agency should probably be mainteimed in cese the
- applicant might contect the Agency in the future. In asuch cases

F— — e e e . »
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areas of particular interest meens engineering, sclence, ecomomica,
comnunications, forelgn languages end foreign area knowledge.

Ot s
m which indicate that the applicant possessed after

1957 qualifications for positions in the Agency, other than clerical
or courier, should be screened very carefully. It is difficult to
egtablish apecific criteria for the destruction or nmaintenance of
this group of cards for it involved the question of what aress of
work the Agency mey have en iaterest in the future and an eveluation
of the tralning and experience reported. In general,carda which
definitely indicate that the applicant hes had experience or college
training in a speclalized field or was in college or the military
at time of interview should be meintained. As a safety measure,

all of this group of cards selected for destruction should be

" veviewed by a Flacement Officer in POD.

fWﬂ-h on applicants for clerical, guard or
courier positions (except in those cases where there is evidence

of security, medical, personality problems, panel disapproval, or
high level or covert interest) can be safely destroysd. The
caleWlated risk involved in the destruction of these cards is very
little because replies 1o correspondence from these individuals
would probaebly be handled in the same manner as letters from applicants
who had made no previous contact with the Agency--replies would be
based on present need for thelr services and informstion included in
recent correspondence.

RECOMMENDATIONS

1.

3.

Forms 6‘7
A general "rule-of-the-thumb" to be followed in screening -ZESwewiey
AN should be: If the information on the card definitely
indicates that the Agency should or shofld not encourage the applicant
if he contacts the Agency in the future, the card should be mainteined,
In one case the card may help the Agency find a good candidate; ih
the other case it may prevent the Agency from processing the individual's
aepplication and rejecting him the second time » which might cause bad
public relations.

Haintain all cards which contain information which ind{cates:

8. A possible security problem

b. A possible medlical problem

¢. A marked personality problem

d. Congressionel or high level Agency interest
e. Covert lntereat or contact.

Maintein sl]) cards that indicate that the applicent poasessed (after
1957) qualificetions or abilities other than clerical which are likely
to be of future use to the Agency. Cards that indicate that the
applicant possessed training and/or experience prdor to 1957 in areas

" of specisl inkerest to the Agency should also be mmintained.

-7 -
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Forrm 5 % 7
Destroy all InvoTRSwelrls vhich are reports on clerical

or courier applicants, except cards described in paragraph 2
above. [This type of card is currently not filed./

/‘:;rmﬁ 3;
Destroy all (except those described in

peragraph 2 above) which indicate:

a. No informetlon regarding qualifications

b. Applicent possessed limited or no qualifications et time of
interview

VI, SR#ARY
A. GENERAL
1. . The study mede of the Applicant Card File maninteined in RSD

indicetes that a systematlc culling of these cards is very
necesaary to meke this flle more effective, to lncrease
efficlency in our filing operatimns, and to conserve filing
space. The reduction of Agency flles is a metter to be given
special conslderation prior to moving into the new building.
If the volume of Applicent Fille Cards is substantially reduced
these records could probably be housed in a2 Rotary File which
would save time and effort of file clerks and also eliminste
the possibility of record cerds being lost.

The Chief, RSD, has estimated that the Applicant Card Pile could
be reduced from its present volume of 185,000 to 75,000 cards.
The study indicates that this is probably an accurate estimate
of the reduction which could be safely made., This conclusion was
reached on the basts that:
(Form '3‘7)
a. About 3/4 of the File Destroyed CardsVcontained practically
no informatlon sbout the respective applicants;
- 7
b. About 3/b of the m%eﬁs contain little or
no informaticn on the respective applicents which would be
of intereat to the Agency now or in the future, end
Form 38
¢. The greatest percent of theYContact Letter Control Cards
would be destroyed if all "Papers" over 90 days old which
contained only routine correspondence were screened and
destroyed. '

B. CRITERIA AND PROCEDURES FROPOSED FOR CULLING THE APPLICANT CARD FILE

L.

Although this study imldcates that a great percent of the
Applicant cerds can be saflely destroyed, mass destruction of

-8 -
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any type of theae records is no% implied--meaning that a

careful review of every card must be made to determine if 1t
should be maintained or destroyed. Genersl criteria for the
maintenance and destruction of applicant caerd files is proposed
in the recommendations set forth in this paper. However, specific
inatructions which szmplify and explaln criteria are necesgary to
gulde the individuals selected to cull these cards. I understand
that some work has been done in R8D in drafting instructions which
define what is meant by security, medicel, personality problems
and listing areas of work in which the Agency is perticularly (
interested. Possibly this peper and the charts attached will be
helpful in giving examples of cards which can be safely destroyed
or which should be maintaiped 1p the permanent caexrd file.

2. It is suggested thet all cards selected for destruction in the
initial screening be reviewed by appropriate persons in RSD and
POD prior to destruction.

SUWMMARY CONCLUSIONS

1. It is concluded that & thorough culling of the Applicant Card
Pile should be accomplished at this time and that plans should
be mede to screen these fllea every three years. Consideration
might be given o stamping cards which indicate security, medical
oy personality problems, and high-level interest or coveri
interest as "permanent records”--this would make future screening
aasier.

2. A review of these files shows that many of these cards should
never have been flled--the informetion on many cards is so
inadequate that it gives no clue as to what action should be
taken if the indlvidual contacts the Agency. I understand that
Chief, RSD, and Chief, POD, are taking steps to reduce the mumber
of ceards to be filed in the Applicant Card File in the fubure
and to ensure that cards, particularly Jmberstes-ReposiSurdg;. / m;.'3‘7
include significant informetion which is necessary to help the
Office of Personnel determine what immediate or future action
should be taken in regard to the applicants who have been
contacted. This should certeinly be done if we are to hawve en
effective Applicant Card File.

RECOMMERDATIONS

It is recommended that the project proposed by the Chief, R3ID, to
conduct a systematic culling of the Applicant Card Flle be approved
and shat the Chief, R3D, and Chief, POD, Jjolntly prepare specific
instructions to gulde the individuals who will be assigned to the
task of culling the applicant cards.
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